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Amendments

Introduction
Welcome to theAmendmentsanstructional guide Thisinstructional guideovers important information
about accessing and completiaghendments to existinGontinuum of Care (CoC) Progrprojects.

This documenbnly applies to grants awarded and executed through the FY2012 CoC Program
competition For amendments to grants executed through previous competitions, please contact your
local HUD CPéffice and review the guidance provided for that specific fiscal year.

¢KS 2NEBIFYATIFGAZ2Y GKIFG ardya GKS SERSEPRoMd usidNI v i
thisinstructional guiderecipientsmust notify their local HULCPDoffice representative of their intent

to amend an existing contracted granTheamendmentprocess describenh this documenmust be

initiated by HUD befordt will become available toecipients. Recipients shouleviewthe FY2012 CoC
Program interim rule and the FY2012 CoC Progd¥atite of FundingAvailability(NOFAJor the relevant
program rules and regulations

Objectives
By the end of thignstructional guiderecipientsshould be able to do the following:

1. Acces®-snaps
2. Enter theAmendmentformfromii KS a{ dzoYAaaAz2yaé¢ aONBSy
3. Complete and submit thAmendmentdorm to HUDIn e-snhaps

Overview of the Amendment Process

Following the execution of a grant awardeddbgh the FY2012 CoC Program competitienipients

may at any time submit a requetst HUDto amend certain project details. There are many possible
reasons for submitting a request for an amendmertd most will concern small unforeseen changes in
program structure or implementation. Examples of amendments may include but are not limited to a
change of grant recipient, the moving of more than 10% of funds from one budget line item to another,
areductionin the number ofunits, or a change ithe sulpopulationserved Grant anendments are

also necessarip complete grant consolidationgnd this process includes dedicated foramsl fields

that apply to bothSurvivingand Terminatinggrants involved in a consolidatiofrora more detailed
explanation of when an amendment is required, please refeseittion578.105 dGrant and project
changeg 2 ToQiRgm interim rule.
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It is important to note that the amendment process cannot be used to create a new project.
Amendment requests may be rejected on the grounds that the amendment fundamentally changes the
nature of the project when compared withe original award.

Recipents should be aware that makisgbstantialchanges to a grant may impact the applicability of
CoQregulationson the project that werenot in affectunder SHP and/or S+C regulatioighelp you
RSGSNN¥AYS gKIG OKFYy3ISAGranthBS YORY &K RS NS RLIBIGemEsE ( Ny AA S |
Programs Transition Policies and Changes Wehivfdach can found atvww.onecpd.info

In past yearsthe amendment proceswasinitiated by a formaletter (mailed, faxed, or emailedd the
local HUBCPDoffice requestingan amendment to the existingrant agreement Therecipientthen
worked withHUDvia email, phone, mail, and/or fas complete the processBeginning wittthe
FY2012 @C Prograncompetition, recipients will still need to notify HUD of the desire to amend their
grant, but theamendmentrequestwill be officially completedusinge-snaps, a webbased portal
accessible avww.hud.gov/esnaps.

Eachrecipient must completdghe e-snapsAmendmentForm, step C1.9bin orderfor HUD to issuan
amendedgrant agreement. Thamendmentprocess includsthe following

1. HUDreceives an offlineequestfrom the grant recipient for a grant amendmemailed,
emaikd, faxed,or requestedover the phone.

2. HUD notifiegecipients when theAmendmentForm is ready ire-snaps

3. Recipients will be able tadjustproject informationfrom the current granin e-snapsat
step C1.9 This will serve as the formal amendment vegt.

4. Recipients will attach supporting documentatidimectly ine-snapsto justify amendments
including HUR approval ofjrant consolidatiosas applicable.

5. Theamendment request will beeviewedin e-snapsby the localHUDCPD officéor

approval
HUD reserves the right to reject any amendment that it believes does not comply wit
the FY2012 CoC Program interim rule and the FY2012 CoC Program NOFA, or that
Note significantly alters the project such that it qualifies as an entirely new project.

Overview of this Instructional Guide
The organization of materigin thisinstructional guideorresponds with the different parts dlfie
amendmentprocess, and the instructional steps follow the progression of screassriaps.

Accessing-snaps All e-snaps usersmust have aisername and password to log in¢esnaps.
Usersneed to be associated as "registrahtith the organization's-snaps account.

A
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0 ThedAccessing-snaps section of thisnstructional guidehighlights key information for
recipientsto completeon the Amendment Brm.

o For detailednstructions on acessing-snaps seepage 5 of thisnstructional guide
Accessing thédmendmentForm The steps discussed in this sectalow recipientdo access
the amendmentscreendgn e-snaps The steps wilinclude filtering projects and form types, and
identifying the correct form for the correct project under ti8ubmissiorsfolder.
Amendments After accessing thAmendmentForm in e-snaps recipientswill review and
completefour sectiora YReferdnceSubmissionsg oGrant Consolidatiog ®Amendments and
OAttachments¢

0 Reference Submissionsherecipientwill be able toaccessand reviewthe existing
executed grant detailsThe forms are readnly.

0 Grant Consolidation The recipient will be abl® indicate anintention to consolidate,
identify the project as either theurvivingor aterminatinggrant, and enter the details
of the grants beingerminatedinto the survivinggrant.

0 Amendment. The recipient will be able to request changes to éxésting project
details in order to reflect the amendment request, including grant consolidations.

0 Attachments. Provides an opportunity to attadlocumentation as necessaty
concerning thgproposedamendment Recipients requesting a grant consolidatiaill
be required to attach a letter of prior approval from the local HCEDoffice.

After providingall of the required information, theecipient will submit thdorm in e-snapsto the local
HUDCPD officdor review.

7EAO0B8 O e-sAapsire2D12

Requesting a grant amendmentérsnapsis newin FY201R2 This will allonHUDto streamline the
request process across the country, centraltaeC Progrardata, andensureaccess to the most up to
date grant agreement-or consolidating grants, pleaseatethe consolidation section of this guide
carefully and contact your local HUWIFPDoffice for more information.

Beginningwith the FY201ZoC Program competition, a function was adtiet allows applicants with

multiple access (i.e., CoC applicant anoigrt applicant) to choose the applicatitype that is being

O2YLX SGSR @Al GKS a! LILIX A0l yié¢ Rus@shirregngpsageygsstio KS G 2 LJ
only one organization's account will see only one item in the "Applicant” dropdown mehersQvith

access to multiple organizational accounts will have a list of appliddstss that have access to

multiple organizational accounts @snapsmust ensure they are working in the correct account type.

Gsnaps - Amendments Page4 of 26
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Accessing e-snaps

The AmendmentFormin e-snapsis submitted electronically during thgrant amendmenprocess
Before logging in, recipients should have received an email from the locaCRD@Jfice confirming
that the Amendment Formis available ire-snaps Recipients who have not received an email should
contact the local HURPDoffice for more information.

Front Office Portal

Username:
‘7 Welcome to e-snaps! E-snaps is the new application and grants management system for HUD's Homeless Programs. It supports the collaborative
application process known as the Continuum of Care (CoC) Homeless Assistance Competition.

Password:

Forgot your password?

E-snaps is to be used by authorized persons only. If you are an authorized user, please log in by entering a valid user name and password. If you have
any difficulty with this process please contact the System Administrator. You may also use the Links on the left menu to navigate through the system. and
access application forms and other related links. If you need assistance in navigating the system please access the Help instructions in each section.

If you are not yet an authorized user, and need access to this system on behalf of your Continuum of Care or as a project applicant, you may request a
€55,

If new toe-snaps,
create a user profile

contained in this application have been submitted to the Office of Management and Budget (OMB) for review
995 (44 U.S.C. 3501-3520). This agency may not collect this information. and you are not required to complete
alid OMB control number.

Locale:

English - United States t

ith the regulatory authority contained in each program rule. The information will be used to rate applications,

Q‘ Browse Funding
Mlty. and establish grant amounts.

Opportunities

o1l = lection of applications for funding under the Continuum of Care Homeless Assistance are based on rating factors listed in the Notice of Fund
A Create Profile Availability (NOFA), which is published each year to announce the Continuum of Care Homeless Assistance funding round. The information collected in
the application form will only be collected for specific funding competitions.

CoC Registration: OMB Approval No. 2506-0182 (exp. 04/30/2012)

Public reporting burden for this collection is estimated to average 0 50 hours per response, including the time for reviewing instructions, searching
existing data sourres aatherina and maintaining the data needed and comnleting and reviewina the collection of information

Eache-snaps user must have his or lugiquelog-in credentials. Preferably, each
' organization will have two people with access tenaps the Authorized Representative

Note and one or more additional staff.

Existing Users

Step Description

1. Direct your Internet browser tavww.hud.gov/esnaps
2. On the left menu bar, enter yowsername and password. You will then eréesnaps
and arrive at the "Welcome" screen.
3. If you forgot your password, select "Forgot your password®fer the "Login" button.
Esnaps H- Amendments Page5 of 26


http://www.hud.gov/esnaps

Amendments

Newe-snapsUsers

Step Description
1. Create are-snaps username and password by selecting the "Create Profile" link.

2. Log in as instructed undéExisting Useesabove

For a refresher on how to navigate through themaps system, the "Introduction te e
‘ shaps Features and Functiomsstructional guidds available on the-snaps training page
at: www.onecpd.info

Note

Adding and Deleting Registrants

Having a user profile enables a person to aceesmips. However, onlypeoplewho have been
associated with the organization esygistrants (also referred to asgistered usershave the ability to
enter informatin in theProject Applicant Rofile andthe issues anadonditionsformsassociated with
the organization

AnyonewhoOdzNNB y (it & KI & | O CeSnrugs actont (f.ey, whd b seg'thd | G A2y Qa
2NBIFYATFGA2y Qa t NR 2 S Oprojett bilpiicatidd$ APRis, etcdd® abldorfreéSnbve LINA 2 NJ &
other registrants byfollowing the instructions provided below.

Front Office

& tester1 Applicant: SNAPS TESTING IN]

Second, select
Registration

Applicants

Last
Submission

Applicant Number Number of Projects

. % swaes TesTinG inDiviDuAL 92066145 1 Oct 8, 2012

First, Select
Applicants

Grantiums |

Gsnaps (1 Amendments Page6 of 26
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Step Description
1. Select "Applicants" on the left merhar.

=N
N
(Vo))
~—n
(0]

On the "Applicants" screen, cIiCRegistrant“‘ t20F0SR (2
bl YSdé

Beforeanyone can be added agegistrant in esnaps, the individual must have an
Note €-shaps user profile with a username and password.pEngon responsible for adding th
newregistrant Wk f f dza S usen@meldSdea gddrads2 G NB3IA a G S
éassociate the new user with therojectalJLI A Ol y (i Q&naps B 02 NRa A

Add a Registrant

Front Office

& testert Applicant: [ SNAPS TESTING INDIVIDUAL (32066145) ~|

Add a
Registrant
Registrants

Name User Name Email Group
Administrator

Front Office Portal
Applicant Details

Applicant Name: SNAPS TESTING INDIVIDUAL
Applicant Number: 92066145

@, Browse Funding
Opportunities

tester1, snaps tester1

Back to List

Grantiums

Step Description
1

Select the Add Registrantt‘? at the top left of the list.
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Front Office
i tester1 Applicant: | SNAPS TESTING INDIVIDUAL (92066145) |
Front Office Portal Applicant Details
e Applicant Name: SNAPS TESTING INDIVIDUAL
Browse Funding i .
Q Onporintes Applicant Number: 92066145
A rofile
Enter username and Add a Registrant
My Account
S email address Cosertame
* Email Address:
@ Workspace * Group  Administrator ~
Add Registrant Il Back 1o List

Applicants

Funding Opportunity
Regi

Submissions

EY Contact Us

Grantium:

Step Description
1. Enter the usemame and email address of the registrant.

There is &Group" field. This item iSlOTbeing used this yearYou do not need tc
do anythingwith this field

2. Select the Add Registrant" button.

3. Select the "Back to List" button to return to the "Registrants” screen, where you will <
the name of the person added.

4. On the "Registrants” screerglect the "Back to List" button teeturn to the "Applicants”
screen.
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Delete a Registrant
Deleting the user will removiat user from theProject Applicant Profile This person will still be able

to accese-snaps, buthe/sheg Af f y2 2y 3ISNI 06S | 0 tPBjedrpplidad OS & a

Profile, project applications, and APRs.

Front Office

& tester1 Applicant: | Tester TG (101010101) -~

Front Office Portal
Applicant Details

Browse Funding -
Q Opportunities Applicant Name: Tester TG
Applicant Number: 101010101

Rl profile

my account I Registrants
Name User Name Email Group
testerl, snaps testerl snapstesterl@nodomainname.gov Administrator ~

Change Password

Administrator ~

Hundred, Tester Tester100 tester.hundred@icfi.com

Back to List

Projects

Submissions

Grantiums

Step Description

L Slect "Delete’ © next to the person's name.

2. Slect the "Back to List" button to return to the "Applicants" screen.

Edit Registrant Information
To edit aregistrant's information, delete the person first and then add the person again.

Step Description

L Slect "Delete’ © next to the person's name.
2. Follow the instructions above for additige person again with the correct information.
Esnaps 1 Amendments Paged of 26
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Accessingthe Amendment Form

Oncerecipientshave successfully logged in teseapsthey arereadyto access thémendmentForm
Recipientwill only be able to acceske formafter receiving notification fronthe local HUDCP Doffice
confirmingthat the AmendmentForm is readyThis sectionidentifies the steps for accessing the
amendmentforms from the 6Submissionsscreen

Note

Remember, the "Applicant” field with the dropdown menu located at théetibgideof
the screen identifies the Applicant Profilevnich you are workingThere are two types o
Applicant Profileg CoC Applicant Profile and Project Application Profile.

For this process, you must be working in the Project Applicant Profile.

Submissions
Recipientsmustaccess thémendmentForm from the "Submissions" screen.

Front Office P Logom

O Hep

& walkert Applicant: AIDS Foundation Houston, Inc. (19-007-4179)

[Hide Filters] [Clear Filters]
Frant O Submissions Filters

=
Rl profile [Appli:antPrDjel:t Name: | First Responders E‘ ]
At Date Submitted: | on [=] @

Project Status: | | Projects B

Submission Version: || atest Version

Select Associate Type: | 4 [=]

Submissions.

Filter ]

Submissions

Project Name * Funding Opportunity Name

Description

Project Number Step Name Start Date End Date Associate Type  Version Date Submitted

[ Rt bt 2 Chmmeet uErmieaizn) ul 24, 2008 320 1, 2010 primary Apslicart 2 A

i‘ :23?55525555533 :::ii:iitt;g::\ilc‘;nt Submiszion) Sep 20, 2010 Nov 18, 2010 primary v Applicant 2 T;\:’Li’:jglpnM

@ sy Gt gt Rt 200 wnsama e 1 ARSI
& ot e B e et S vimants 170 2912 ot 31 2042 Primary Apglicant 1

i, 5:;:;‘;::;;;;’;5 g:::‘:ﬁ;ﬁ;:;‘;:m::::’" Frao12 Now 9, 2012 Jan 17, 2013 Primary Applicant 2 J=n 9. 2013 3:07:08
i‘ ::ﬁ?;;g?n";;ézz :::ii:iitt;g:po\io::nt Submiszion) Sep 24, 2008 Nov 25, 2009 Primany v Applicant t ao::;zji:aj.fszs?rag

3 prsenomoner o hmperma Reoot  iszoo s el s MZE

B Tt Tosteoorios Exhibi 2 (Asplicant Submission Aug 30 2011 @201 Suman Appleans 1 Sardsen

. fratesontars SoamelTlomacerwet oo wysiaz e 2 M5

1

Select "Submissions" on the left menu bar.

The "Submissions" screen appears.

Amendments
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3. Locate thecurrently executegroject.

Option: Use the "Submissions Filters." Seldxet appropriate project fronthe
oApplicantProject Namé field. Then select the "Filter" button tind your
project(s).

Option Select "Clear Filters" on the top left of the "Submissions Filtbe. In
the, reviewSubmissions list columeelect"Funding Opportunity Name / Step
Name" for 6Project ApplicationFY2012/ " CH”. 9

Front Office P logor (@ Help

& walkert Applicant: AIDS Foundation Houston, Inc. (18-007-4179)

1 [Hide Filters] [Clear Filters]
Frant O Submissions Filters

R Profile

Applicant Project Name: | First Responders El

My Account Date Submitted: | g E‘ T m
Project Status: | | projects
Submission Version: || atest version .

Changs Password

Accesshe
Amendment
Form

@ Workspace

Applicants Filter ]

Funding Opportunity
Registrations.

Submissions
Project Name * Funding Opportunity Name

Project Number Step Name Start Date End Date Associate Type  Version Date Submitted
Tatroeetanton: Exhibit 2 (Apancant Subrmission) ul 24, 2008 J2n 1, 2010 primary Applicant 2 SoiosEm
Rt il Exhibt 2 CAnpliant Subrmission) Sep 20,200 Novis.Eew  rmany Apslicant 2 R
s ot nt i s s 1 SRR
sty sdtvesd [ B e o R vimanta | 12 2 2912 oct 31, 2012 primary Apglicant 1
W e e P T oy 5,202 ani 203 semendelent 2 n 207
i‘ ::;tl;!;;ggnn;;ar;z :::ii:iifzzg:jﬁznt Submission ) Sep 24, 2008 Nev 25, 2003 primary v Applicant t 90321:5;.’92239
i Rt Sttt iazon w3 I
& Tt Tosteoorios Exhibr 2 (Anplcant Submission] Aug 3. 2011 omamaoii euman Appleans 1 et
%, Do neeenders SocmualrsformancsReret  iszoio wana eesien 2 S0EEEL
1

Step Description

Selecthe orange folder™ to the left of thedProject Namé you established with the
StepName ‘C1.9".

4. The "Before Starting" screen appears.
Continue with the instructions in the next section for completisgues andonditions

The "Applicant" field with the dropdown menu located at the top of the scresmtifibs
the Applicant ProfileCoC oProject,underwhich you are working.

Note Please ensure you are working untlex correctApplicant

Amendments Pagell of 26
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Completing the Amendment Form

A

This section identifiethe steps for completingach of thescreersé YR a C2NXf SGa¢ 0 GKIF G
AmendmentForm

Some datawill automatically ppulatefrom the ProjectApplicant Profile

Review the populated data. If it is not correct, you will need to ediPtbgctApplicant
Profile making sure to select the "Complete" button afteaking your editso thatthe

data can be pulled forward again.

Note To edit theProjectApplicant Profilerecipients must first exit th@mendment Form and

enter the Applicant Profile from thesmapshome screen. For more information on how
to edit the ProjectApplicant Profile, gase review the Project Applicant Profile
instructional guiddocated on thee-snapstraining pagehttps://esnaps.hudhre.info/
under Project Applicants

Before Starting the Amendment Form

Before you begimequesting amendmentgeview the information on ta"Before Starting'screen. This
screen highlightthe important issues concerning the submission of this forfrhe 'Before Starting
screenalsocontains quick links to the following: HUentinuumof Care email based listserivY2012
CoC Registration Notice, titJDOneCPD Resource Exchgrayed HEARTH training and resources.

Csnaps #.

Amendments Pagel2 of 26


https://esnaps.hudhre.info/
https://www.onecpd.info/

Amendments

Before Starting Grant Amendment

HUD strongly encourages ALL grant recipients to review the following information BEFORE
beginning Grant Amendments,

Amendments

After the enecution of a grant awarded through the Fiscal ¥ear (FY) 2012 Continuum of Care
(CoC) Program competition, recipients may at any time submit a request to HUD to amend
certain project details, There are many possible reasons for submitting a request for an
amendmant, and most will concern small unforesean changes in program structurs or
implementation, Eramples of amendments may include but are not limited to a change of
grant recipient, the moving of mars than 109 of funds from one Budget Line Item (BLI) to
another, a slight change in unit configuration, or a slight change in population focus, Grant
amendments are also necessary to complete grant conselidations, and this process includes
dedicated forms and fields that apply to both Surviving and Terminzating grants involved in a
consolidstion, For 3 more detailed explanation of when an amendment is required, please
refer to the CoC Pragram interim rule, 24 CFR Part 578,105, Grent 2nd project changes.

Itis important to note that the amendment process cannot be used to create a new project,
Amendment requests may be rejected on the grounds that the amendment fundamentally
changes the nature of the project when compared with the original award.

Recipients should be aware that making substantial changes to a grant may impact the
applicability of CoC requlations on the project that were notin affect under SHP and/for S+C
regulations, To help determine what changes are considered "Substantial Grant
Amendments,” please review the Homeless Programs Transition Policies and Changes
Webinar, which can found at www.onecpd.infa.

In past years, the amendment process was initiated by a formal letter (mailed, faxed, or
ermailed) to the local HUD office requesting an amendment to the existing grant agreement,
The recipient then worked with HUD wia email, phone, mail, andfor fas to complets the
process, Beginning with the FY2012 CoC Program competition, recipients will still need to
notify HUC of their desire to amend their grant, but the amendment request will be officially
completed using this form in e-snaps.

Amended Grant Agreements

HUD will enter inte a grant agreement with the recipient once the forms at this step are
received and approved by the local HUD CPD field office, The entire amendment process
includes the fallawing:

1,  HUD receives an offline request fram the grant recipient for a grant amendment, either
written, through email, faned, or over the phone,

2. HUD netifies recipients when the Amendments Form is ready in e-snaps.

3. Recipients will be able to adjust project information for the current grant in e-sraps. This
will serve as the formal amendment request,

4. Recipients will attach supporting dacumentation to justify amendments, including
HUD's approval of grant conselidations as applicable,

5. The Amendment Form will be reviewed in e-snaps by the local HUD CPD field office for
spproval,

Things to Remember

« Dawnload and review the detailed instruction= alang with ather resaurces available

online at http:ffwww. hudhre.infofesnaps to help successfully complete the application,

Program pelicy questions and problems related to completing Amendments in e-sraps

may be directed to HUD through the HUD HRE Virtual Help Desk, which is accessible

online st https:/fonecpd.infofask-3-question.

« To ensure that this form iz completed correctly, refer back to the FY2012 CoC HOFA

and the F¥2012 General Section NOFA,

All grant recipients should verify the accuracy of their applicant profile ine-sraps

before submitting this form,

» HUD reserves the rightto reject any renewal project that fails to acknowledge and then
satisfy Issues and Conditions as listed on this form and supported by the FY2012 CoC

I o 1l = ]

This e.Form has been submitted

Step Description
1. Select "Next."

When working in thédmendment Form, e-snaps usermayreturn to the main screen by
selecting "Back to Submissions List" & Hottom of the left menu bar. From this screen
users may accesgpplicante Fundihg Opportunity RegistratiemProjectst and
OdSubmisiong on the left menu bar.
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Reference Submissions
The following steps provide instruction on reviewing thevS ¥ S NB y O § scfeezant dcéessh@ Y
information fromthe existing executed grant agreement

e.Forms

Reference Submissions
Commonwealth of
L EEeEdiEEis Reference Submissions

878508167

MA-516 - REN - NEW View Step
BEGINNINGS .‘-‘, Reneval Project Application
MAD225L1T161205 3 C1.5a Renewsl Applicstion Adjustments
Arpircetion Pea012
Applicant R:nevﬁ\
Before Starting . Bac ] [ et
Step  Description
. =~ C A Nyt B o
1 Click on the orange folde™ dzy’ R S NVietéfcBumii to open each submission. The

oReference Submissiéselected will open in the same active window.

Recipients are not required to reviethie followingsubmissionss this idor informational
purposes only:

C1.9a Renewal/New ApplicatioAdjustments; The C1.9a Issues and Conditions form for
renewal projects, or the C1.9a Technical Submission form for new projects, represents th
most up to date contract information captured éssnapsbefore grant agreement The
information captured onhis form and approved at step C1.10 by HUD has been used to
populate the screens that appear laterarsnaps If this is not the first time that the project
has been amended, the amended information will populate the screens that.follow

After completirg a revew of the reference submissiorecipientsneed toclickéBack to
wSOALIASY (G L &a daStke bottghrRof thedeff Renui th Rty td thdmendment
forms.

Grant Consolidation
The following steps provide instruction on reviewing Beant Consolidationscreen, andntering
information from the existing executed grant agreemetitat are consolidating

HUD has changed the grant consolidation process for FY&20ttat grantdeing consolidateavill align
their expiration dateWITH the consolidation an@OT by first amending the expiring grant$he

G{ dZNDAGAY3IE ANI YOG Ydzad 0SS GKS INIyYyld 6AGK GKS
consolidated into the surviving granmtusthave expiration dates that are equal to later than the
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surviving grant.Grantsmust still be aligned andpproved by the local HUDPDoffice beforea
consolidation can be completedilignment for FY 2012 means thabjects must have the same

provider and the same component type (and rental assistance type when applicable) to consolidate.

This alignment can be achieved through one or several amendments, and must be completed before
using this form to submit a request. A consolidation must receive formal HUD apjprdvalform of an
official communication that can be uploadedttee Grant Consolidation Attachment screen

To account for the differengrant expirationdates, HUD must reduce tlw@nsolidated=Y2013rant
proportionately to the number of overlap months per each terminating grarhis reductiorprevents
double funding ands temporary The funding reductioronly affects the FY201@onsolidaed grant
Subsequent renewals will be allowed to apply for the full consolidated amauadtto make sure that
the full amount is accoued for ine-snapsrecipients will use the form described below to enter in the
full award amount for each terminating grant. HUD will then review the information submitted for
accuracy and manually enter the reduced amouwrito the FY2012onsolidatedyrant agreement.

Bothsurvivinggrants anderminatinggrants should complete thAmendment Form Survivinggrants
will be required to list the name and grant amounts of etaiminatinggrant, and then must use the
Amendmentscreersto update project details so that they reflect thetal capacity of the newly
consolidated grantTerminatinggrantsmustindicate and then confirm their status terminating
grants so thate-snapswill have a record of the grants that are no longeemting.

Grants Consolidation

Instructions: [show]

* 1. Does the current, expiring grant represent a grant consolidation approved by the field office? ﬂ

If Yes, click "Save" to update form.

Save I Save & Back J( Save & Next

Back J( Mext

Step  Description

LF GKS 3INIXyld A& LINI 2F | O2yaz2zftARFiA2Yy.:
question: Does the current, expiring grant represent a grant consolidation approved by th
field office?

1 It is important for bothSurvivingand Terminatingd NI y i & (G2 aSt S04 «a

5

¢KS RNRLJI R2¢Yy RS Fihegrant isNSTipark of econsdiidatiom, Poé may ¢
this section and move on tordendmens, on page 19.
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| t A G| ZefEan additional question will automatically appear.

Grants Consolidation

Instructions: [show]

After completing this form, iving Grants must ig. to the d form and
update project details so that they reflect the total capacity of the newly consolidated
grant.
* 1. Does the current, expiring grant rep a grant consolidation app d by the field office?

I ¥es, click "Save” ta update farm.

* 2. Is this Project the Surviving grant into which other grants are being consolidated, or is this grant being Terminated?

Click "5ave” to update farm.

Save I Seve & Back J( Save & Next

Back Il Next

Note: This formlet contains mandatory fields for which no value has been saved.

Step  Description

If the grant is @ erminatinggrant, selectdTerminatingGrant¢ from the drop down menu after
the question: Is the Project thBurvivinggrant into which other grants are being consolidatet
or is the grant beingerminated?

If the grant is theSurvivinggrant, selectdSurvivingGrant€ from the drop down menu after the
question: Is the Project th8urvivinggrant into which other grantare being consolidated, or i
the grant beingerminated?
/ £ A 01 ad4dditdraifield(s)yiRautomatically appear.

1 Terminatinggrants should continue t8tep 5a

1 Survivinggrant should continue t&tep 5b

Grants Consolidation

Instructions: [show]

After completing this form, Surviving Grants must navigate to the Amendment form and
update project details so that they reflect the total capacity of the newly consolidated
grant.

* 1. Does the current, expiring grant repi agrant lidatie PP by the field office? ﬂ
I Yes, elick "Seve™ to update farm,

* 2. Is this Project the Surviving grant into which other grants are being consolidated, or is this grant being Terminated? ﬂ
Click "Save" to updste form,

This grant is being terminated and will not proceed to grant agreement.

* Please confirm your understanding that this grant is being terminated and will not go to grant agreement. |

( T I e I e )

[ E=] ] ] ]

Note: This farmiet contéing mandstory fields for which ne velus his been saved,

TerminatingGrants

Click the check box next to ttiellowing statementto confirm your selection oferminating
Grant Please confirm your understanding that this grant is not going to grant agreement :
beingterminated).

It A0l adb PBErd YR

Skip to page 26 of this document to review tBemmary Submission Screandto complete
your submission of thdmendment Form

5a

6a

snap

e
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Grants Consolidation

Important: This
field calculates the

new total amount
available to the
consolidated grant

Instructions: [show]

After completing this form, Surviving Grants must navigate to the Amendment form and
update project details so that they reflact the total capacity of the newly consclidated
grant.

* 1. Does the current, expiring grant rep) agrant idati
3 PP .
by the fed offices 1= =]

IF Yes, elick "Save” to updste form.

* 2, Is this Project the Surviving grant into which other grants are being

consalidated, or is this grant being Terminated?
Click "Sawe" ko updste farm,

The surviving grant

Informat!on will Surviving Grant Number R"E":i::l'::;:t
autOmatICa”y populate MD000 138001205 [ 520,120
* Enter i ion regarding inating grants being consolidated into the Surviving

grant above.

HUD Approved

Enter the grant Grant Number Units Remamal o=t

numbers for each /J]é

terminating grant in
the rows provided

(Enter the HUD V

approved renewal
amount for each
grant number
entered.

Total number of Terminating grants in consolidation 0
Total number of units consolidated 0

Total budget amount of Terminating grants in consolidation S0

Total budget amount available to consolidated grant 520,130

Please enter at least one terminated grant for consolidation,

N

[ == I Seamn I Seane )

[ E=] ] net )

SurvivingGrants
5h Review the information poputad in thedSurvivingGrant Numbet anddHUD Approved Renewal
Amount” fields.

6b Enter in the grant numbers for eatérminatinggrant under the columidGrant Numbet

7b Enter the corresponding award amount for edelminatinggrant under the columieHUD
Approved Renewal Amourit

8b ClickéSave and verify the information that automatically calculates in each of the tlofieztal’
fields.

9b ClickéNext’ once you have confirmed that the information is correct.

Grants Consolidation Attachments

Document Type i Description Date Attached
[ Eield Office Appraval for Con: n ] vas - No Attschment

[ Bacx Il Next ]

10b Click on the linkiield OfficeApproval for Consolidatiohand follow the instructions to
upload and save your approval from the local HUD CPD office as an attachment.

For more detailed instructions concerning attachments, review the steps on page 21
11b ClickNextto continue on theAmendments screen

snap

e
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Amend ments
The following steps provide instruction on reviewing the fields on fkre€ndments' screen

Amendments

Instructions: [show]

Formlets selected for Adjustment

Part 1 - SF-424
1A. Application Type [N/A]
1B, i N/AT

Not shaded areas
are available for

adjustment. Click

Part 3 - Project Information the box to check

3A. Projact Detail

and then click
a{ @S D¢

Grey shaded areas
are not available
for adjustment.

4C. HMIS Participation
Part 5 - Participants and Outreach Information

6A. Standard [SSO Projacts]

6B. Additional Performance Measures
Part 7 - Budget Information

Once checked and

o Rentalnes saved, cannot be
unchecked!
J
[ sae ) SaveiBa ( Saveatien J
[ Bex ] et ]
1. Check the box next to eadkormlet title that needs to be updated based on theant

amendment being requested
For exampleSurvivinggrants in a consolidation will need to update both project and
budget information so that the new grant reflects a combination of information from tl
Survivingand all Terminatinggrants. Projects that are not consolidating lawé simply
requesting a mject change should only choose the screens to edit that have informat
that the local HUGCPDoffice has agreed can mmended
Clickhi { S +yR bSEGé¢ (2 O2yiliArydsSo

Theformsin this procesare populateddirectly from themost up to date grant

‘ information in esnaps. This may be from the C1.9a Issues and Conditions form com

Note prior to signing the grant agreement or from a previously compléeéndmentForm.
Contactthe local HUDCPDofficeif the information presente is incorrecor if unsure of
whichscreengo edit
Project and budget informatioamendmentrequests should reflect a shared
understanding between the local H@PDoffice and the recipient. Requests that have
already been approveid their entiretyby HUD will process through grant agreement
much faster tha requestswith additional unexpected changes

A
Esnaps H- Amendments Pagel8of 26
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Amendment Formlets

ThedFormlete titles listed on theAmendments screenareidentical to the form names used the
FY2012 CoC Competitiprojectapplication These formlets can only be edited if they have been
selected on the Amendments Form. All other formlets areread-onlyand cannot be editedThe rows,
columns, and fields are alsgentical tothe project application witlihe followinggeneial exceptions:

1 Almost allforms from the project goplication can be adjustedNotice thedramaticdifference
between this list, and the list of available formlets durihg resolution of issues and conditions.
This reflects the time and nature of an antenent request which occuigfter the grant
agreement andcan include significant budgetary and project information changes.

1D. Congressional District(s) 1A. Application Type
2A. Subrecipients 1B. Legahpplicant

3A. Project Detail 1C. Application Details
3B. Description 1E. Compliance

4A. Services 1F. Declaration

4B. Supportive Services Only (SSO) 8A. Attachments

4B. Housing Type 9A. Appeals

4C. HMIS Participation

5A. Households

5B.Subpopulations

5C. Outreach

6A. Standard

6B. Additional Performance Measures
7A. Funding Request

7B. Leased Units

7C. Leased Structures

7D. ShordTerm/MediumTerm Rental Assistance
7E. Longlerm Rental Assistance

7F. Supportive Servic8idget

7G. Operating Budget

7H. HMIS Budget

71. Summary Budget

7J. Sources of Leverage

1 The recipient will ot be able to adjusall of the fields onall ofthe forms. HUDhasidentified
the fields thatcannot be altered, evewith an amendment.

9 Fieldsthat contain open number antext boxescan be adjusted by directly editing the text
brought forward from the application

e:‘.-!@ﬁ‘: Amendments Pagel9of 26
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91 Fieldswith drop down boxes and number fieldssection 7 the budget section are presented
in two columns or sectionsThe first is read only an@presents data from thenost recently
completed step C1.9Thesecondcanbe edited torepresentthe adjusted valuavhich will be
transmitted to HUD as the amendment request.

1 The formsfollow the same rules as they did during the project applicagiootess If one form
is adjustedt may affect the visibility othe fieldson other forms.

9 For Grant Consolidations Only. A warning message will appeam the summary budget formlet

if the recipient is requesting a consolidation and twlar amountfoi mn&® ¢ 2 Gt ! aaAadi
' RYAY wSljdzSa i SRé doRa2 dnauntyfadiv cYk (CQKI K3 2y a2f ARE USH
0§KS & mT1 ddoeshotNslualyebot mc @ ¢ 2 G £/ Fiya Df X ROdit $ R S.adzRI &

values entered on the Grants Consolidation screéh. Y 2 dzy (i VagaNdé G msdP gr eat er t
zero, the recipient will be prevented from submitting the amendment requesthdfamount

T 2 NJVarimncéls less than zerpthe recipient must acknowledge that the request is less the

total amount available from the consolidation.

Onlythoseformsthat were checked on thereviousAmendments screencan bechanged Allother
forms areread only. Recipients can return to tAenendmentsscreenat any time and select additional
forms that HUD identified for correctiorRecipients cannot, however, unetk a formlet once is has
been selected formendment. If a form is selected in errosubmit the form after all other changes
have been made without makiramendmentgo the unintentionally selectedormlet.

Amendnents must be discussed with the local HOBDoffice in advance of the submission of this form
to prevent irappropriate changeslf the local HURZ P Doffice identifiesan amendment requesthat had
not been previously approvethe changewill be rejectedandthe Amendment Formwill beamended
back to therecipient. This willlelay the issuance of themendedgrant agreement.

It is a good idea to check the 71. Summary Budget formlet to confirm that changes he¢
‘ been captured correctly. For grant consolidations this is especially important to see

Note have left any money from the consolidation on the table. Be smart andedobieck!

6252_2‘: - Amendments Page20 of 26
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Attachments

TheAttachmentsscreenallows the recipient to attachp to five (5)documents These items are
available for the recipient to upload documentation the localHUDCPDrepresentativeto reviewfor
the purpose ofustifyingrequested amendmentsDocumentsshouldboth detail the changes and
confirm stakeholder agreement at the local édv

Attachments

Instructions: [show]

No Attschmen
No Attschmen
Nz Attachmen
No Attachmen
No Attschmen

1) sttachment{=)

2) Attschment{=)

3 Sttschment]s)

4) Attachment{s)

R

5] sttachment{=)

Step Description
1. Select the document name unddbocument Typé

2. The "Attachment Details" screen appears.

If there are more than 5 documents to attach, zip several files together and upload tt
G2 GKS &lYS a!aarOKYSyidée ftAYy|l®

Note
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ALl Details
Enter a Description and Decomnt Daseripion:
select Choose File. * File Name: No file chosen
Document Type: 1) Attachment(s)

Maximum Size: 5 MB
Allowable Formats: zip, xls, xlsx, tif, jpeqg, wpd, pdf, img, rtf, pptx, ppt, txt, bmp, jpa, pna, zipx, doc, docx, ZIP*,
aif, tiff
Instructions: Attach any additional documentation supporting issues and conditions identified. To attach
multiple documents, zip them into a single file or put them into separate attachments.

[ - [T
[ e 1
Checx Spelling
Step Description
1. Enter the name of the document in the "Documédescription” fielde.g., HUD form
2880)
2. Select Choose Filkto the right of the "File Nameda&belto upload the file

The allowable formats arezip, xls, xIsxif, jpeg,wpd, pdf,img, rtf, pptx, ppt, txt,
bmp, jpg, pngzipx, doc, docgxXZIP* gif, tiff
Select "Save & Back to List" to return to the "Attachments" screen.

4, On the "Attachments" screen, select "Next

The maximum file size is 5 MBthe attached documents exceed this, you will need to
the file prior toattaching.

Note
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Submitting Amendments
Once the required information has been enter@dgcludingrequired attachments, theecipientmust
select the Submit button on theSubmission Summargcreen.

TheSubmission Summargcreen showsll ofthe screens associated with tlemendmentForm In the
"Last Updated" column, the system will identify the following:

A date if the screen is complete
"No Input Required" if there is no input required
"Please Complete" if more information is needed

Recipentswill be ableto go back to any screen by clicking on the screen namike left menuor on
the screen name in the Submissions. liRemember to select "Save" afterakingchangesr those
changes will be lost

The 'Submit’ button is located at thdottom of the screen Once theAmendment Formhasbeen
submitted recipientsmustnotify the local HUDCPDoffice.

er‘.@ﬁ‘: ‘m.' Amendments Page23of 26
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An Incomplete Submission Summary Screen
The following image shows tif&ubmission Summargcreen with items that still need to be completed.
Note that the 'Submit button isgrey-shadedand cannot be selected.

Submission Summary

Instructions: [show]

Page Last Updated

Review "Last
Updated"

Reference Submissions No Input Reguired

Grants Consclidation Plezse Complete

Amendments CO|umn 08/28/2013
1A. Application Type Mo Input Regquired
1B. Legal Applicant No Input Reguired
1C. Application Details No Input Reguired
1D. Congressional Districk(s) 08/28/2013
1E. Compliance No Input Reguired
1F. Declaration No Input Reguired
2A. Subrecipients Mo Input Required
2A. Broject Detsil 08/28/2013
3B. Description 08/28/2013
44, Services 08/28/20132
4B. Housing Type 08/28/2013
4C. HMIS Participation 08/28/2013
SA. Households 08/28/20132
5B. Subpopulations No Input Reguired
5C. Outreach 08/28/2013
6A. Standard 08/28/20132
&B. Additicnzl Performance Measures No Input Reguired
7A. Funding Regquest 08/28/2013
7E. Long-tarm Rental Azsistance Mo Input Required
71. Summary Budgset No Input Reguired
71. Sources of Leverage No Input Reguired

Attachments Mo Input Required

[ = ] Nex J

[ Zemner )

=t FDF Vimwer

(=)

InactivedSubmi€
button

Step Description

1. ltem(s) that state "Please Comp&teither select the link under the "Page" column or
select the item on the left menu bar.

2. Complete therequired information on thescreent Yy R 6 S adzNBE (2 Of
navigating off the page.

3. Whenthe "Submit button is active (no longer gyeshaded) you will be able to click
G{ dzo YA UG Dé
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A Complete Submission Summary Screen
The following image shows tif&ubmission Summarscreen with all items completedNote that the
"Submit button is active and can be selected.

Submission Summary

Instructions: [show]

Page

Review "Last
Updated"
column

Mo Input Required
08/28/2013
08/28/2013

No Input Required

Reference Submissions

Grants Consolidation

Amendments
1A. Application Type

1B. Legal Applicant No Input Required
1C. Application Details No Input Required
1D. Congressional District(s) 08/28/2013
1E. Compliance No Input Required
1F. Declaration No Input Required
24, Subrecipients No Input Required
3A. Project Detail 08/28/2013
3B. Description 08/28/2013
44, Services 03/28/20132
4B. Housing Type 08/28/2013
4C. HMIS Participation 08/28/2013
SA. Househalds 03/28/20132
SEB. Subpopulations Mo Input Required
5C. Outreach 03/28/20132
6A. Standard 03/28/20132
6B. Additional Performance Measures Mo Input Required
7A. Funding Request 08/28/2013
7E. Long-term Rental Assistance No Input Required
71. Summary Budgset No Input Required
71. Sources of Leverage No Input Required
Attachments No Input Required
[ = ) e )
[ o )

Active "Submit"
button

Get PDF Viewer

(== )

Step Description

1. If you are not already on the "Submission Summary" screen, select it on the left men
2. Select the "Submit" button.
3. The "Submit" button will be gy. Below it there will be text stating, "Theés Formhas

been submitted"

4. Important: Send an email to your local HUD CPD representative as soon as you hav
submitted the form notifyindhim/her that you have completed step Ch.9
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Exporting to PDF
Recipientscan obtaina hard copy of théssues and@onditionsformsusing the"Export to PDF" button
located at the bottom of th&Submission Summaggcreen under the navigation buttons.

[ Back /[ Next ]

[ Exportto POF | Select button to

Get PDF Viewer obtain a copy of
the Issues and
Conditions form

This e.Form has been submitted

Step Description

1. Click or'Export to PDF
2. On the "Configure PDF Export" screen, select the screen you would like included.
3. Click'Export to PD® ¢

Instructional Guide Completion

Congratulations! You have completedhe e-snaps Issues and Conditiormlineinstructional guide
Note that additionainstructional guideare available toassistrecipients inogging into ancompleting
forms ine-snaps Please check thesnaps 6CoC Program Competition Resougceageat
https://www.onecpd.info/e-snaps/quides/co@rogramcompetitionresourcesffor theseinstructional

guides.
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